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OFFICE ?? SECnit! 

.&fcJ3ggss*te 


Grade P-8 


1. As authorized by the National Intelligence Authority, formulates 

and disseminates coordinated Federal security policies and pro¬ 
cedures pertaining to the safeguarding of classified informa¬ 
tion and matter of the departments and agencies of the United 
States Government in the interest of national security. 

2. Prescribes and supervisee the implementation of the overall se¬ 

curity policies and procedures for the Central Intelligence 
Group designed to insure, on a world-side basis, the control 
and safeguarding of intelligence information and intelligence, 
particularly that received from sensitive sources, and the 
security of operations, personnel, equipment and installations 
of the Central Intelligence Group. 

3. As authorized by the National Intelligence Authority, formulates 

coordinated Federal censorship policies and procedures for 
implementation in the event of a future emergency or state of 

war. 


4. Upon request by appropriate offices of the Central Intelligence 
Group, determines the reliability of sources or the credi¬ 
bility of Information furnished to the Central Intelligence 
Group. 


5. Acts as agency of the Director of Central Intelligence, in 
collaboration with the Advisory Council, for the security 
coordination of all public relations, press or similar re¬ 
leases and other publicity matters pertaining to the Central 
Intelligence Group. 


6. Coordinates, in conjunction with appropriate offices of the 

Central Intelligence Group, matters relative to the technical 
jggurity activities of the departments and agencies of the 
IWBeral Government in the fields of secret means of communi¬ 
cation, radio direction-finding equipment and techniques, 
sabotage materials and techniques and related subjects. 
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if ©etcher Ifa& 


gtfios or mmtr 

Deputy Assistant Director for Security 

mm r-? 

1. Performs duties prescribed by the Assistant Director for Security 
sad sets for him In his Absence, assuming fully the responsibility of the office. 

a. In addition and more specifically, he eadroisce supervision over and 
coordinates the activities of the several Breaches and supervises liaison 
with intelligence agencies of the participating government departments to 
coordinate security measures to insure unlforsity of purpose and t© el i min ate 
or coordinate conflicting activities. 

3# travels, as necessary, in connection with hie coordinating end 
liaison functions* 

fc, Approves papers submitted by the branch Chiefs for the signature 
of the Assistant Director. 
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egroi of sscmiTT 

Adteiiletrative Assistant 
(SsNVtijy to Aesistant Diiwtof for Security) 

Grads OAF**? 

1. Supervises the control of incoming and outgoing mail* 

2. (jives neoeasary inforaation is prefer persons Kid directs to 

^propriate officials. 

3. Jteoeives telephone ©ails and visitors* 

k. Maintains schedules of eppointments and conference®. 

5* Prepares agenda for meetings* 

6, Supervisee maintenace of Assistant Biraetor** official files * 

?* Assists in preparation of drafts of oorreepondence, memoranda and 
reports relating to progress, plans and procedures in connection with 
operations of the office* 

S* Prepares routine correspondence on own responsibility* 
p, Supervises stenographic activity of office* 
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panes of sEcmugr 

CXark-gteno grspher 

{Secretary to Deputy Assistant Director) 

Orade CAF-S 

1,. fakes and transcribes dictation, consisting of correspondence, 
memoranda, reverts, etc* of a technical and non-technical nature, relating 
to plans and procedures involved in operations ef the office. 

2» Main tains schedules of appointment® and conferences* 

3. Receives telephone calls and visitors. 

I*. Gives routine information to proper pereone and direct® them to 
appropriate officials. 

$• Receives and maintain® control of incoming and outgoing mill. 


. r "7 • «. m & _ 
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COB B OS/SNL Ap proved Far 



cannsB of sgsmrBr 

UfciitiBir >*■ in Jfc it 

j|pWUlalTl 

Executive Officer, Assistant Director for Seeurlty 

Grade P-6 

1. Supervises executive functions pertaining to the adndni stration of 
office, personnel and services* 

2. Directs and coordinates the activities of the Assistant Executive 
Officer and the Executive Staff* 

3 * Is responsible for personnel recruitment and proper correlation of 
personnel function within the Office of Security* 

1*. Approves and si$"ts directives to the Staff of the Off lee of Security 
in connection with its administration • 

5* Plans adainisirative policy and procedures for the Office of Sefurity* 
6* Interpret and supervise the operation of Central Intelligence Group 
Administrative proeedureo within, the Office of Security. 

?* Supervises the preparation of the duty and security rosters for the 
Office of Security* 

6. Is responsible for orientation and training of new personnel* 
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mm ^tosss 

wmm tif» 

Assistant Executive Officer 

grade F-5 

i* Is direatly responsible for the executive functions of the Offiee 
of Security, including personnel end oftlw eervieee. 

2 . coordinates the activities of the executive staffin compliance 

*ith pollelee 1*14 down by the executive officer. 

J, Prepares 4rafta of directives to the staff of the Offiee of Security 

in connection with Its administrative procedures. 

k. drafts for the epproral of the Bseeutive, duty and security rosters 

fer the Office of Security. 

I* Xe responsible to the exeeuttve for the proper orientation and 

training of new personnel. 

6 . Supe rv i ses maintenance of supplies. 

7 , supervises the distribution of papers and mail within the Office 
ef Security. 


An*.. 
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Administrative Assistant and Secretary to Executive Offieer 


Grade GAI^hS 

1* fakas and transcribes dictation eenaiatini,' of confidential oeSfrti- 
y ga d iftG ds- memoranda and repcrte of a technical and noa-technioal nature 
relating to policies and procedure# of tho Executive. 

2. the maintenance of schedules of appointments and 

conferences* 

3, Receives telephone oalla and visitor#* 

k* Supplies Information to oAUers and diroots them to appropriate 
offlolfltliie 

$, Supervises the receipt and distribution of incoming and outgoing 

nail of the Office of Security* 

6. Supervises the maintenance of the administrative filoa. 
f * Assis ts in the orientation and training of new personnel* 
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w ««r 

29 Oethber 191*6 


SBBUUSmSi 

WbhpxMx* 


$p*d# CU'-S 

1* far the direst «eintene«s*e of e&dntatratAfe filing. 

4# imutelae leg of tnaoadng end outgoing eeireipendanee. 

|. !AM and treasorihee dLetution, both tsohnloal «a<4 aon-teelaii««l. 
It* im igin In the aeint*n«u*e of general file* of the Eaeeeii’re* 

I* Bees general taping ae requested end ether clerteal dotlee* 
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co® os/f-x 


2 9 October l?ii6 


OffICB OF SBOUBXtf 
Policy Branch 
Broach Chief 

Opt,#? p~ ? 

X« As authorised initially by the National Intelligence Authority and: 
under gsneral direction of the Assistant Diractor assumes responsibility for 
the f emulation and ehssaminatien of coordinated Federal security policies 
and procedure* pertaining to the safeguarding of classified information and 
matter of the Departments and agencies of the united States Government In 
the interest of national security, 

2« Prescribes the overall security policies and procedures for the 
Central IntelUgance Group designed to insure, on a world-side basis, the 
control and safeguarding of intelligence information and intelligence, 
particularly that received from sensitive sources, aid tbs security of 
operations, personnel, equipment and installations of the Central Intelli¬ 
gence Group. 

3* Kaintaine and supervises liaison with the participating departments 
with a view to coordinating policies affecting th® security of the foreign 
operations of the Central Intelligence Group and the participating depart¬ 
ments. 

k» Supervises and coordinates the activities of tha Chiefs of the 
Fsdsral Security Felicias Division and the Central Intalligenca Group, 
Security Policy Division. 

5* Approves policy pepars submitted to him by the division chiefs 
for the signature or approval of the Diractor of Central Intalligenca 
Group and the Assistant Director for Eeeurity. 

6. As necessary to the performance of his duties, performs and 
directs travel to installations and fields of operation of GIG and the 
participating departments to observe the extent to which policies are 
effective in the interests of the national security. 



i 
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29 October 1946 


qgyxcs of sscaam 

Policy Branch 

Chief it Faderal Security Policy Division 


Grade P-»? 

X» Subject to the general euperviaicm of the Chief, Policy Branch, 
and m authorized by the National Intelligence Authority, formulate® and 
disseminate s coordinated Federal security polieias and procedures pertaining 
to the safeguarding of classified information and matter of tha Departing nte 
and agancd.ee of tho United State® Government in the interest of national 
Security. 

{ 2. Maintains and supervisos liaiaon with, and coordinates the policies 

Of, the departments and agendas of the United States Sovarnmont relating 
the following* 

a. The da classification of documents; 


b* Top secret control procedures; 

1 e. Security clearances of officials to receive certain classified 

materials from the Central Intelligence Sroup, State, War and Nay? - Departments, 
and the joint Chiefs of Staff; 

d. Conversion of security regulations from emergency to ncn-amargcncy 
conditions and, if ns os scary, vie® versa. 


J 


3. Supervisee surveys of security measures in effect in the Federal 
departments and agencies to safeguard intelligence information and intelligence, 
particularly that received from sensitive sources, aid reco; ; a&jnds any neces¬ 
sary corrective action. 


It. Coordinates and directs the activities of the personnel of his Division. 

5* Approves policy papers for submission to the Branch Chief and higher 
authority. 


i 
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j 1, Under the gtmral supervision of tha branch Chief, rascrlbo@ the overall 
security policies and procedures for 'the Central Intelligence Group designed to 
Insure , m a -world-wide basis, tha control and safeguarding of Intelligence 
Information and intelligence, particularly that received from the ssnsitive soureea, 
(and ths security and operations* personnel, squipBant and installations of t Isa 
Central Intelligence Croup. 

2. Maintains and supervises liaison with and coordinates ifa® policies of 

the several office a rdthin the Central Inte lligancs Group relating to the following* 

a« Tha dealaaaification of documents* 

b. Top secret control procedures* 

c. Security clearances of officials to receive certain classified 
materials from tha Central Intelligence Group. 

<U Conversion of security regulations from asaargeney to non- emergency 
conditione and vies versa. 

3. Within the Central Intelligence Group supervises surveys of security 
measures in affect at the Federal dor-artesnts and ag@nel.as to safeguard intel¬ 
ligence information and intelligence, particularly that received from sensitive 
sources, and reco.rends any necessary corrective action. 

4. Coordinates and directs the activities of tha personnel of his Division, 

5. Approves policy papers for subadsaioa to the branch Chief and higher 
authority. 
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CODS OS/P-U 29 October X9U6 


office of smmin 



Grade P -6 

1, Under the direction of the Chief, /&deral Security Policy Division 
drafts and assists in the iSatsaXation of to&br$Lnated Federal security policies 
and procedures pertaining to safaguard'of classified inf ormatxon and matter 
of the Departments and agencies of the United States Government in the 
interest of national security* 

2. Under direction.of the Division Ciiief, Maintains liaison with and 
coordinates the policies of the Depart®ants and agencies of the United States 
relating to the followingt 

a. The declassification of document*! 

b. Top secret control procedures 5 

c. Security clearances of official® to receive certain classified 
Materials from the Central Intelligence Group, State, War and Navy apartments, 
*tnd the Joint Chiefs of Staffj 

d» Conversion of security regulations from ©msrgenc/ to non—emergency 
conditions aid, if nocassary, vise versa. 

3* Conducts surveys of security naasures in © ffeot in the Federal 
departments and agencies to safeguard Intelligence information and into Hi— 
genes, particularly that received from sensitive sonroee, and recoramands ary 
necessary corrective action* 

h* Coordinate b the activities of the Division personnel* 

3* Drafts and submits policy papers to the Division Chief for approval. 
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OFFICE OF S'CURIfT 
Policy Branch 

*********■ i m i II I I I .M il m - 

Asglgtant Chief 9 .CIS Security Poliqy Diyisio£ 




1, Under the direction of the Chief, CIO Security. Policy Division, 
grafts and aialsts in the formulation of the <mmll mmir it/ polieid* md 
procsd-urss for the CIO dasigmd to insure, on a world-wide bam.a, the control 
4nd safeguarding of intelligence infonaation and intelligence, particulaiy 
ia racexvad from sonaltivo source6, and the security and operations, parson- 
hal, equipment and installations of the Central Intelligence' Group. 

2 * Maintains liaison with and coordinates the policies of the several 
branches w.thin tha Central Intelligence Group minting to the following! 

a« the declassification of docmmunts} 

b. fop secret control procedures* 

c * Security clearances of officials to receive certain claaaifled 
materials from the Central Intel ligonce Group, 

d, Conversion of security regulations from emergency to non-emoreency 
conditions- and vico versa, J 

3. Within the Central Intelligence Group, conducts surveys of security 
ae&sures in effect at tha Federal departments and agencies to safeguard intel¬ 
ligence Information and intelligence, particularly that received from sensitive 
Sources, and racommonds any accessary corrective action. 

Coordinates ths activities of tha division per®oiTn.oZ» 
ttrafts and subsriua policy papers 'to the Division Chief for approval. 
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COIB OS/P- 


29 October 


OFfTCS OF SKAJIJTY 


and Saex^tary to Branch Chief 


Or&da CAP-6 

1 •fak-’S and transcribes dictation of highly classified correspondency 
LorLa « i a t.clmloal and “*«• <* “ toW ’ 1£ 

policies and procedures of thePolicy Branch* 

2, Supervises the maintenance of schedules of appointments and confer-ness 
3* Receives telephone calls and visitors, 
it. Supervises recaption activities. 

5, Supervisas the receipt and distribution of incoming and outgoing 
mail of the Branch, 

6* Supervi m s the maintenance of the Branch files* 

7* Assist* in the preparation of agenda of mootings, etc. 
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2$ October 19146 



flrada CAF-5 


LrmtJKl* 3114 trail ® orifc3S dictation for classified and unclassified 
f 3ao ^ an4a **? reports of a technical and non-technical 
I^viSon 1&tiaS t0 plans and Prooadoros involved in tbs operation of the 


2 . Maintains schedules of appointments' and conferences. 

3» Receive* telephone calls and visitors. 

It* Givasroutina inf oration to proper persona and directs them to 
appropriate officials. * UI13HI ° 

5* Receive© mail and control distribution. 

6 . Is responsible for and maintains office files. 
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QgyigS W gSQBRIg 
GIQ Security Policy Division 
Cl»rlH?te nographer 


Grade CAINS? 


X, fakss and transcribes dictation of classified and unclassified 
eorreapcadence, memoranda and reports of a technical and nan-technical 
»ture relating to plans and procedures involved in the operation of the 
Division. 

2* Maintains schedules of appointments and conferences. 

3. Receives telephone calls and visitors. 

It. Clvos routine information to proper persons and directs them to 
appropriate officials. 

£• Receives mail and controls distribution. 

6 . Is responsible for and maintains office files. 
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19 October 19i$6 


ernes of secteht 

flsnsorship Planning Branch 
Chief, Censorship Planning Branch 

j 

Parade p-7 

| 1, As authorised bj the National Intelligence Authority, 

formulates coordinated Federal censorship policies and procedures for 
implementation in the event of a future emergency or state of wear. 

2. Supervises and maintains liaison with oth®r government 
departments and agencies, as applicable, with a view to ascertaining 
their censorship problems during the recent war and any problems they 
day anticipate in a possible future emergency. 

3* Directs and coordinates -the activities of the Chiefs of 
tee Postal, Telecommunications, Travelers and Prisoners of War, and 
Internees Divisions. 

{ ' k* Approves policy papers submitted to him by the Division 

Chiefs for signature or approval of the Director, 013 or the Assistant 
Director for Security. 

j 

5. As necessary to the determination of physical and policy 
censorship problems, travels to possible operational sites or to con¬ 
ferences with experts in the field of censorship. 


coronmAL - 
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1* Under the general direction of the Branch Chief, 
supervises the preparation of studies and papers in regard to 
formulation of coordinated Federal postal censorship policies 
and procedures for implementation in the event of a future 
emergency or state of war. 

2 , Coordinates and directs the activities of the per¬ 
sonnel of the Postal Division. 

I 

3, Approves policy papers submitted to hi® for subse¬ 
quent consideration by the Branch Chief and higher authority. 

4* Ae necessary, and as directed by the Branch Chief, 
performs travel to determine facilities of personnel and 
aeeofflBodftion available for the possible implementation of 
postal censorship policies In the event of emergency. 


Bate s Temporarily, or possibly permanently, as deter¬ 
mined by future operations and needs, performs concurrently the 
functions listed for the Chief, Travelers Division (COIF. GS/C-4). 







Censorship Planning Branch 


Chief# TSleocmauni nations Division 


8 **de P**6 

I* tedsr the general direction of Branch Chief, supervises the preparation 
studies and Ififtc lsadlng to tho foiwlatioB of coordinatod ?#*&?& * al poltoioi 
eiLd procedures m teleeoHmurdcations censorship for implementation in the 
event of « future emergency or state of ewr. 

g* Coordinates and direots the activities of toe personnel of the 


telecommunications Division. 

j, Approves policy papers submitted to him for subsequent consideration 

by the Branch Chief and higher authority. 

It* Asneoessary and as directed by the Branch Chief, performs travel to 
determine faculties and personnel available for the possible iapXwwitatlon 
Jf teleeommications censorship policies in the event of eaergSBoy* 


Betei fesporarilya or possibly permanently as determined by future 
operations and needs, performs ecncurrently the duties listed for the Chief, 
Prlsloners of Iter and Internees Division. (Cods OS/C-5) 




Censorship flsnning Brito oh 
Chief, travelers mriaioa 


fjrfldft p*-6 

1. teder the general direction of the Branch Chief, supervise® the preparation 
of studies end drafts leading to the fomuletion of ooordinated Federal policies 
and procedures for the censorship of papers m& dsoumants carried ty travelers 
for implementation in the event of a future emergency or state of ear. 

2. Coordinates and supervises activities of the personnel of the 

travelers Division. 

| 

3 . Approves policy papers submitted to hi* for subsequent consideration 

by j the Drench Chief and higher authority * 

h. As necessary, and as diraetad by the Branch Chief, performs travel 
to determine facilities and personnel available for the possible Implementation 
of travelers documents censorship poliole® in the event of emergency. 

Hotet Above functions to be performed concurrently with his ether 
functions by Chief, Postal Division (COX® OS/C-2) until experience indicates 
sfaether m additional pereen is required to head this Division. 
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0 ^ 9 f f Prisoner of War and Internee Blvtaion 

irad# IM& 

finder the general direction of the Branah Cttif conducts atudie* 
and prepares draft* leading to the f emulation of coordinated Federal policies 
and procedures for the censorship of oOTssunleattona and other material tw& 
or received by prlaonerc of «** or internees for implementation. 

2 , Coord inat e* and superviaes activities of the personnel of the 
Travelers Division, 

3. Approves policy paper* eubndtted to Mm fcar aabeaquent consideration 

lay the Branch Chief and higher authority, 

Ji, a* necessary, and a* directed by the Branch Chief, perform* travel to 
determine fact It, ties and personnel available for the possible implementation 
of P W and Interne# censorship palicsiea in the event of emergency. 

Notei The functions care to be performed concurrently "with hie 
other functions by the Chief, TaAecomMnicatlone Division (0S/c~3) until 
experience indicates whether an additional person is required to head this 
Division. 






a. SaptrtlAM tte mt&ntmm&t of mtim&slm of appoiatoMita and eorJTtreceoa. 

. 

3. m&tkvw t#ia§s*w» ««31» and viaifeof** 

| U» Ssgarrl**# raef^lion ac unities. 

5* -apartiaea th# reeolpt ami 4t«trlbaUoe of is®aa$,ftg *a.« oafcgotng 
SMklL of Us© Braflob* 

1 6* Um aaiaUaaaee of toe llraac^ file#* 

i T» l«#tsta la Usa jrapuatiea of agaada for Mtir#, #te* 
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OFFICE OF SECURITT 

i 

Censorship Planning Branch 

i 

Posts! and Travelers Division 
Clerk. Stenographer 

J 

j 

CAF-5 

| 

1 * fakes and transcribes dictation of class!lied and unclassified 
correspondence, memoranda and reports of L technical and non-technical 

i 

j 

nature, relating to plans and procedures involved In the operation of 
the division* 

2# Maintains schedule® of appointment® and conferences, 

3* Receives telephone calls and visitors* 

it. Gives routine Information to proper person® and directs them to 
appropriate officials. 

j 

5. Receives mil Mid controls distribution* 

6 . Is responsible for and maintainsjoffice files. 

i 

i 

! 

! 

j 

i 
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Censorship Planning Branch 
Teleeonraunications and Pff and Internees Division 
Clerk Stenographer 


X* fafeat and transcribe* dictation of classified and unclassified 
oarraspondance, memoranda and reports of a technical and nsa-teehnical 
nature, relating to plana and procedures involved in the operation of the 
'Stvlslcsi* 

1 

§• Maintains schedules of appointments and conferences* 

If l e e a iv i telephone calls and visitors* 

It* Qivea routine information to proper persona and directs them to 
appropriate officials* 

S» Receives nail and controls distribution* 

6* Za responsible for and maintains office files. 
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com os/s-i 


29 Oeoebsr 19iR> 


QPFICS QT SECURITY 
Ghief, 5epurity Branch 


grade 1-7 

X* Directs activitias to determine, 'upon recast by appropriate offices 
Central Intelligence Croup* the re li a b i l ity of sources or the credibility 
of Information furnished to tha Central intelligence Group. 

2* Acts as agency of tha Director of tha Central Intelligence Group, in 
collaboration with the Advisory Council, for tha security coordination of sH 2 
public relations or other publicity matters pertaining to tha Central Intelli¬ 
gence Group. 

3* Coordinates and supervises tha activities of tha Division Chiefs 
under his jurisdiction? chief. Investigation Division! Chief, Public Relations 
Division! Chief, Records Division* 

k* Approves policy papers submitted to him by tha Division chiefs for 
tha signature or approval oi tha Assistant Director for Saeurity or the Director 
or Central Intelligence. 

Has overall responsibility for tho operations of tha investigative 
service and tha techniques and procedures employed by it. 

6 . As necessary to tha performance of his duties, performs and directs 
travel to determine reliability of sources or the credibility of information. 
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com QS/S-2 


29 October 1946 


ancwure branch 

Investigation Division 


Grade P-6 

I* Under policies prescribed by the Chief, Security Branch, supervises 
investigations requested by appropriate offices of the Central Intelligence 
Group to determine the reliability of sources or the credibility of informa¬ 
tion furnished to the Central Intelligence Group, 

2, Assigns and evaluates the information obtained before release to 
the requesting office, 

3* Directs and coordinates the activities of tha special investigators 
and other personnel of tha Division, 

lit Under policies prescribed by the Branoh Chief performs and directs 
travel in connection with requested investigations. 

5* Approves policy papers submitted to him for subsequent consideration 
or signature by the Branch Chief or higher authority. 
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jBGOaifl BRAIGH 

Chief, Public Relatione Division 


Grade P-6 

1« Acts# Tinder policies prescribed by the Branch Chi_f, as the agent 
tfe 8 Di rector of Central Intelligence (in the collaboration with tbs 
Advisory Council) for the security coordination of all public relations, 
press or similar releases, or other publicity matters pertaining to the 
Central Intelligence Croup, 

2* Birects and coordinates the activities of the perscnnal of the 
Id vision, 

3. Approves policy papers submitted to him for subsequent consideration 
or signature of tha Branch Chief or higher authority, 

4, Cnday policies prescribed by tha Branch Chief, performs and directs 
travel for tha purpose of assuring the security of the public relations of CIS, 
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29 October 19^6 


gSCBRMT BRANCH 
Chiefi Records Division 


3 2^5 

^ 1 . : 


•« 


1# Under the general direction of 'die Chief, Security Branchs 

a* Maintains records and files relating to tbs operations of 
the Security Branchj 

b* Maintains complete file for reference purposes as to the 
liability of sources of Information supplies to the Central Intelligence 
Gropp. 


c. Maintains Information file on personalities and organizations 
fear reference fcy the Public Relations Division and other elements of the 
Central Intelligence Group, in order to determine promptly the background 
and reliability of parsons and organizations socking contact with or 
information from the Id rector of Central Intelligence Group. 


d. Maintains liaison with participating department,s and other 
agencies, as appropriate, to assure the building up and maintenance of 
the Information provided for above. 


i» Approves policy papsrs submit tod to him for subsequent consideration 
or signature of the Branch Chief or higher authority. 
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smmm mmcx 
.. . . . -- ■» . . 

Investigation mviglon 
Special Investigator (3) 


Grads P-5 


1* As directed by the Chief of tie Division conducts special 
investigations to dsteraina the reliability of sources or the credibility 
of information furnished to the Central Intelligence Group• 

Owing to the frequently eland its tin© nature of operations must be 
fully trained to observe and stake spot evaluation of information obtained 
and to know fully the tsennique® of clandestine security operations* 

3. Performs travel to determine the reliability of sources and the 
credibility information. 

4. Prepares detailed reports of his investigation with full praliminary 
evaluation and assessament of the reliability of the results. 
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gSBSS SH 

Security Branch. 

Admlnlst-ratlvo Assistant and Secretary to Branch Chief 

grade OAF-6 

X* take# and transcribes dictation or highly classified correspondence, 
memoranda and reports of a technical and non-technical nature of pollcies 
and procedures of tha Security Branch. 

2# Supervises the maintenance of schedules of appointments and -conference*. 

3* Receives telephone calls and visitors. 

It, Supervises reception activities, 

5* Svpervlees the receipt and distribution of incoming and outgoing mail 
of tha Branch, 

6, Supervises the maintenance of the Branch files, 

7, Assists in the preparation of agenda for meetings, etc. 
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OPTICS OF 3SCGRITY 
Investigation Division 
Clark Stenographer 

Prado CAP-5 

1, Jakes and transcribes dictation of classified and unclassified 
correspondence, memoranda and reports, of a technical and non-technical 
nature relating to plans and procedures involved in the operation of the 
Division* 

2. Maintains schedules of appointments and conferences. 

3» Receives telephone calls and visitors. 

!«., Gives routine information to proper persons and directs them to 
appropriate officials. 

5, Receives mail and controls distribution, 

4, It responsible for and maintains office files* 
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29 October 19i»6 


office of ssompr 
Public Relations Division 
Clerk Stenoftraohar 


$rade CAF-5 

/L _._ 1 [1 U _ and transcribes dictation of classified and unclassified 

correepcndance, memoranda and rsports, of a technical and aon-tachnical 

SviSon Wlating t0 plans 311(1 P roC3dur »s involved in the operation of the 


2* Maintains schedules of appointments and conferences* 

3* Receives telephone calls <=jid visi tors* 

k' Information to proper persons and directs them to 

appropriate officials. 

5. Receives mail and controls distribution* 

6. Is responsible for arid maintains office files. 
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QFWCB OF SSCUBXfT 
Bsoorda Division. 

Clark Stenographer 

Grade 

1* Takas and transcribes dictation of classified and unclssified 
eorraspondsnee, oaiaoranda and reports, of & technical and non**technical 
nature, relating to plans and procedures involved in the operation of the 
Division. 

I 2» Maintains schedules of appointments and conferences, 

|* Bseaive# talaphona calls and visitors. 

h* Gives routine information to proper persona and directs them to 
appropriate officials, 

5. Receives mail and control distribution, 

6, Is responsible for and maintains office files. 
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ogreqs of sjcumct 

Records Pivision 
Clerk-Stenographer (2) 


Grade CAF-3 

1. Responsible for the direct maintenance of filing system, 

2, Maintains log of incoming and outgoing correspondence. 

3» Tabes and transcribes dictation, technical and non—technical, 
ii. Assistance in maintenance of files. 

5. Does general typing as requested and other clerical duties. 
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(t&sf, technical Branch 


1* SMKFf primary responsibility for coordinating, In conjunction 
with appropriate office* of the Central Intelligence Group, natter* relative 
to the technical security activities of the departments and agencies of the 
Federal Qomrmmi in the fields of secret means of eowaunication, radio 
dir notion finding equipment sod techniques, sabotage material* and techniques 
and related subjects. 

t* M necessary to carry out his duties, performs and direct* travel 
to fields of operation of the Central Intelligence Group and participating 
departaenfcs to study latest Methods and techniques in clandestine security 

% Coordinates and directs the activities of the chief* of the 
divisions of this Branch. 

U# approve* policy pipers outwitted to him by the division chiefs 
far the signature or approval of the Assistant Director for Security or the 
Blreotor of Central Intelligence. 
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mvat of swam 

Technical Branch 
Chief, ecmsunication* TSLviaion 

fru *?- 6 

X* 2s responsible for investigating 'natters relating to the 
tschnioal security activities of the dtpartsants and agencies of the 
Federal Qovemaent, in particular the®* involving secret means of 
eonaunication, radio direction finding equipment, and related subjects, 
and drafting studies and rscswwsadatlons In connection bhem4.tb designed 
te coordinate federal practices, 

t» finder policies prescribed by the Branch Chief, perforate and 
direct* travel to installations In the United States and abroad for the 
study and coordination of activities In the field of secret comuni cation, 
radio direction finding equipment, techniques, etc, 

3* Coordinates and directs the activities of the personnel of 
the Oofiwunicatlcais Division, 

it* Approves policy papers submitted to hia for subsequent con¬ 
sideration or signature of the Branch Chief or h„gher authority. 
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29 October 19U6 


QgFICE OF SS3HRXTT 
technical Branch 
{Jfeief, Ccuntersabotag© Division 

1* Is responsible for Investigating matters relating to the 
technical security activities of the departments and agencies of the 
federal Government, in particular those involving sabotage material* 
and technique* and related matters, and drafting studies arid recommen¬ 
dations in connection therewith designed to coordinate federal practices# 

2# Under policy prescribed by the Branch Chief, peri'arms and 
directs travel to instillations in the United States and abroad for the 
Study and coordination of activities in the field of countersabotage. 


3# Coordinates and directs the activities of the personnel of 
the Gountersabotage Division, 

k* Approves policy papers submitted to him for subsequent 
*onsideratlon or signature of the Branch Chief or higher authority. 
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mmm asm, 

flsehJSteal Branch 

Adadaistrativft Assistant and 
Secretary to Branch Chief 


** Takes and transcribes dictation of highly classified 

correspondence, memoranda and reports, technical and nontechnical In 
nature* of policies and procedures ©f the Technical Branch. 

t* Supervises the maintenance of schedules of appointments 

wad conferences. 

3* Receives telephone calls and visitors, 

k* Supervise# reception activities. 

S, Supervises the receipt and distribution of incoming 

*cd outgoing mail of the Branch. 

Supervises the maintenance of the* Branch files. 

?. Assists in the preparation of agenda for actings, etc. 
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Technical Branch. 
Caasunioattoas Division 
Clerk Etenographer 


1* Takes and transcribes dictation of classified and u»- - 

classified correspondence, mnaorenda and report# of a technical and noo- 
teehnioal nature, relating to plans and procedures involved in the 
operation of the division* 


f * Maintains schedules of appointments and conferences. 


$* Receives telephone calls and visitors. 


ii. Cdves routine information to proper person# and direct# 
then to appropriate officials. 


5. Receive# mail and controls distribution. 


6« Is responsible for and Ma i nt a i n# office files, 
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muaffi 

Ikwmtcrsabotage Division 
Cl tsrlc Stea©graph** 


1# takes and transcribes dictation of classified and u»~ 
tlsesificd correspondence, memoranda awl reports of a technical and noa~ 
teeJmleal nature, reluting to plans and procedures involved in the operation 
of the Division, 

2* Bain tains schedules of appointments and ceitfereocts# 

3* Receives telephone calls and visiters, 

h* elves routine information to proper persons and directs 
them to appropriate officials. 

5># Receives sail and controls distribution, 

6* la wmrpmmlhlt! fer and maintains office files* 
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